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Admin Console — Updating Access Rights For Attorney/Paralegal

1) Login to Admin Console using your admin username/password.

2) Click on Users from the menu on the left side of the screen.

Administrative Console
& Admin Console

& General Info
Locations

Law Firm Name # |Law Dffices of Cerenade

T : ot website URL |hth:n:,.ff'.n":\".w.cerenade.com |

A Gl Timeout * |SDD {(Mumber of minutes the system may be idle before automat
Processes : !

Additional Documents Immigration news (Check if you wish to display the Immigration Mews Section)
Billing Items

Automatic case number [ {Check if you wish to display a random case number automaticz

Locations to file petitions
Status of documents

Physical location of files

Case number formatting |

| (This text will be displayed nex

Useful links help
Letter Merge
Footnotes Receipts advanced screen (Chedk if you wish to display the advanced receipts page)

Employer locations
Preference Types
Filing Types
Resource Center
Onr Instructions

& Sign out

Home - Liaison emails

General Liaison | |

Lizison email | |

3) Under User/Password, click on the user/password link next to the user’s name.

| Active Users (Maximum 4 ) -|

Results - 1to 510f 51

| Add a user | |Save Changes I
Actions : # Mame email i Type UserfPassword

@ @ E 7 John Doe * johnd_gmail com i attormey

G0 -Peter Doe - doe_peter@aol.com i attorney

@ d - 5am Adoe ‘samadoe30@yahoo com : attorney

@ @ G 7 Watest Watest! wawa26@lawfirm.com i attorney

@ O @ Aratest Omtest aratest@cerenade.com ¢ paralegal ¢ gratest@cerenade.com/0000
@ @ D 1 JillFran jill_fran@hatmail com i attorney ¢ d}:}

@ @: @ 7 TestTest ‘{esttest@cerenade.com ¢ paralegal ! .
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4) Updating a User’s Access Rights - . In this window you can do the following:

Home = Users

Update Access Rights for Araceli Ornelas

Username aratesti@cerenade.com
Password |_|:||:||:||:|—|
Confirm Password |E£:||_:|_E|—|

Enable B

Login between C | 12:00 am | ;and| 11:59pm %

Lagin following days [y Monday Tuesday Wednesday [¥| Thursday Friday Saturday Sunday

Expires on E |—| = {mm/ddfyyyy)
Case File Modules
Attorneys Contacts
Employers F Employers G
Parties Cases
Forms Reports
Comments Tools
Reminders Mewsletters
Documents efile [ & My Forms O al forms )
Steps
Billing

Manage Files

Celete Files =
I Save Changes ]| Done ” Delete I

A) Change password: To change password type in the new password and confirm password.
B) Disable the user: Uncheck the Enable field.

C) Time of Day Access: In the Login between select the range of hours that user can have access to
eimmigration.

D) Days of Week Access: In the Login following days select the days of week user can access
eimmigration.

E) Access Expiration Date: In the Expires on set the date this account will automatically become disabled.
If you leave this field blank then account is always enabled until it is manually disabled.

F) Limit Access to Portions of a Case: In the Case File select which parts of a case user can access.
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G) Limit Access to Parts of the System: In the Modules select which modules of the system user can
access.

H) Limit Record Deletion: Under Mange Files you can allow user to delete files or not.

NOTE: make sure you click Save Changes when done.

Related Articles:

How to add, enable or disable a user:
http://www.cerenade.com/eimmigration/AdminConsole AddEnableDisable.pdf

How to setup a new attorney or paralegal:
http://www.cerenade.com/eimmigration/SetupAnAttorneyParalegal.pdf

For more information and articles, please visit www.eimmigration.com




